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GETTINGZOOM MEETING DATA

This guide walks youthrough the steps on how to retrieve attendance data foryour Zoom meetings as well as viewing data for your
Zoom cloud recordings.

BEFORE WE START...

v" Pleaseallowup to 24 hours after the end of the meeting for your attendance report to be generated accurately.

v' Attendance data forZoom meetings is available for up to 12 months after the session.
v" Recording datais available throughout the life of the recording: 125 days unless deleted.

HOW TO GET ATTENDANCE INFORMATION FOR AZOOM MEETING

Open a web browser and go to the FAU/Zoom web portal: https://fau-edu.zoom.us

Clickthe Sign In button and signinwith your FAU credentials if prompted.

Find and click the Reports link.

Clickon the Usage reportbutton. This will display a list of your past sessions and a few columns of data.

Find your meeting fromthelist of sessions. Ifitdoes not appear, usethe From andTo fields atthetop to seta daterange
thatencompasses your meeting date.
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6. To view participantdata, click the number in the Participants columnto theright of the session. This displays a panel with
participantinformation foryour meeting.
7. Inthepanel you havethefollowing options:
a. Export with meetingdata: This adds your meeting’s information to the top of your report.
b. Show unique users: This collates the rows in thedataso thateachuser hasonly onerow evenif they signed in/out
of your meeting multiple times. By default, thisis off.
c. Export:Click theexportbutton to downloada CSVfile (spreadsheet) of the data.

HOW TO GET VIEWING DATA FOR YOUR ZOOM CLOUD RECORDINGS

Open a web browser and go to the FAU/Zoom web portal: https://fau-edu.zoom.us
Clickthe Sign In button and sign inwith your FAU credentials if prompted.
Find and click the Recordings link. This will display a list of cloud recordings that you have made.
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Find therecording whose data youwantto retrieve. Ifitdoes not appear, usethe From andTofields atthetop toseta
daterangethatencompasses your meeting date. Alternatively, you canalsosearch fora recording using the Meeting ID,
Topic, or Keyword.

5. Clickonthetitle of the recordinginthe Topiccolumn.

6. Clickthe Recording Analytics link. This will take you to a page that charts the viewing data for this recording.

7. The pagealsoshows a table of the data with the following options:

a. By View:Shows datafor usersthat haveviewed therecording.

b. By Download: Shows datafor usersthat have downloaded therecording.

c. Export asCSV File: Generates a CSVfile (spreadsheet) of the data.
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